General Information

The Commonwealth’s initiative to reduce printing and mailing costs has resulted in the creation of
secured provider mail access.

Providers will be able to access their electronic mail via the secured portal. Available mail will be dis-
played and can be retrieved, saved to their local machine or printed.

Users will be able to limit the display results via a ‘Start Date’ search.

Primary Account Holders and Organization Administrators will have the ability to restrict a user’s
access to a provider’s mail via the View/Edit Users screen.

Primary Account Holders will also have the capability to delete email by either the individual doc-
ument or by a page of displayed documents.



Data Elements

Mail Display Start Date (PDE-1357)
Mail Date (PDE-1358)

Mail Description (PDE-1359)

Mail Delete Ind (PDE-1360)

Restrict Mail Access Ind (PDE-1361)



Mail Display Start Date (PDE-1357)

General Information

Date entry to be used to limit displayed email.

Page Provider Messages
Portlet Name Provider Messages
Element Type Text Box

Data Type Date

Field Type Optional

Size 10

MMIS Data Element N/A

MMIS DE Number N/A

Business Rules

« Date format must be MM/DD/YYYY

alid Values
N/A

N/A

Screen ID Screen Name
PML-S-0001 Provider Mail — Secured Email
PML-S-0002 Provider Mail — PAH Secured Email

Tables — MMIS/DB2
N/A

ables - Portal

Table ID Table Column Name Table Name
PML-T-0001 Provider Mail Table WP_PROV_MAIL_TB

‘




Mail Date (PDE-1358)

General Information

Date associated with the email displayed.

Page Provider Messages
Portlet Name Provider Messages
Element Type Text Box

Data Type Date

Field Type Optional

Size 10

MMIS Data Element N/A

MMIS DE Number N/A

Business Rules

« Date format must be MM/DD/YYYY

alid Values
N/A

pd

IA

Screen ID Screen Name

PML-S-0001 Provider Mail — Secured Email
PML-S-0002 Provider Mail — PAH Secured Email
Tables — MMIS/DB2

N/A
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Table ID Table Column Name Table Name

PML-T-0001 Provider Mail Table WP_PROV_MAIL_TB
PML-T-0002 Provider Mail Archive Table WP_PROV_MAIL_ARCH_TB




Mail Description (PDE-1359)

General Information

Description associated with the email displayed. This field is also a hyperlink and serves as a means
of retrieving the correspondence from the ECM for display in a separate window.

Page Provider Messages
Portlet Name Provider Messages
Element Type Text Box

Data Type Date

Field Type Optional

Size 38

MMIS Data Element N/A

MMIS DE Number N/A

Business Rules
/A

pd

alid Values
N/A

pd

IA

Screen ID Screen Name
PML-S-0001 Provider Mail — Secured Email
PML-S-0002 Provider Mail — PAH Secured Email

ables — MMIS/DB2
/A
ables - Portal

Table ID Table Column Name Table Name

PML-T-0001 Provider Mail Table WP_PROV_MAIL_TB
PML-T-0002 Provider Mail Archive Table WP_PROV_MAIL_ARCH_TB

‘

pd

‘




Mail Delete Ind (PDE-1360)

General Information

Indicates whether the correspondence on a designated line is to be deleted or not.

Page Provider Messages
Portlet Name Provider Messages
Element Type Checkbox

Data Type Alphanumeric

Field Type Optional

Size 1

MMIS Data Element N/A

MMIS DE Number N/A

usiness Rules
A

‘

pd

alid Values

« Unchecked — space (default); indicates not to be deleted
« Checked —Y (yes); indicating the mail on that line is to be deleted

pd

/A

Screen ID Screen Name
PML-S-0002 Provider Mail — PAH Secured Email

ables — MMIS/DB2
/A

ables - Portal

Table ID Table Column Name Table Name
PML-T-0001 Provider Mail Table WP_PROV_MAIL _TB

‘

pd

‘




Restrict Mail Access Ind (PDE-1361)

eneral Information

“

Indicates whether a user is restricted from viewing a provider’s email via the Provider Portal Secure
Email navigation tab.

This indictor is located on the Web Registration — View Edit Users Screen (WPR-S-0009).

Page View Edit Users
Portlet Name View Edit Users
Element Type Checkbox

Data Type Alphanumeric
Field Type Optional

Size 1

MMIS Data Element N/A

MMIS DE Number N/A

Business Rules
/A

pd

alid Values

« Unchecked — space (default); indicating no restriction
o Checked - Y (yes); indicating user is restricted from viewing mail

pd

IA

Screen ID Screen Name
WPR-S-0009 Web Registration — View Edit Users

Tables — MMIS/DB2

/A

ables - Portal

Table ID |[Table Column Name |Table Name |

pd

‘




PUB-T-0001 Web Registration Table WP_WEB_RGSTR_TB




N/A



Programs

 Provider Mail Archive - PML-P-0001



Provider Mail Archive - PML-P-0001

General Information

This program will run upon request and will remove any email correspondence equal to or older than
the date contained in the parameter.

Any email meeting the criteria will be written to the Provider Mail Archive Table (PML-T-0002) and
then that corresponding record deleted from the Provider Mail Table (PML-T-0001).
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o Provider Mail — Secured Email - PML-S-0001
o Provider Mail — PAH Secured Email - PML-S-0002
o Provider Mail — Superuser Access — PML-S-0003



Provider Mail — Secured Email Screen

- PML-S-0001

General Information

Organization Administrators (OrgAdmin) and all Authorized Staff (AuthStaff) roles will see the fol-
lowing Provider Portal Secure Email view. The Primary Account Holder (PAH) will see a slightly dif-
ferent view (see Provider Mail - PAH Secured Email (PML-S-0002).

Screen Name Provider Mail — Secured Email
Source/Originator Secured Provider Welcome Screen
Usage Inquiry

Screen Sample — PML-S-0001

Jun 25, 2015

C(/i,zginia | Home | Contact Us | Log out
A0 Medicaid

m Service Authorization ! | Payment History EHR Incentive Program Provider Maintenance Provider Enrollment RA Messages

Level of Care Review }| Pre-Admission Screening ! | Provider Portal Secure Email

Provider Messages :

Description : Click description hyperlink to retrieve letter. Letter will open in a new window and be available for viewing, saving or printing.

Mail Display Start Date : To begin mail display as of a certain date, enter desired start date in MM/DD/YYYY format or use calendar widget and Refresh. Display will start from the first date equal to or
older than entered Start Date and display in descending order. If no date is entered default is current date.

Mail Display Start Date : E Refresh
Date De
2015-08-03 NON -INPATIENT PRE-AUTH NOTIFICATION BY PROVIDER

Showing 1 -1 of 1

Data Elements

Data Element Name |Data Element |[Instructions
ID
Mail Display Start PDE-1357 This is an optional field that allows the user to limit the
Date email displayed on the screen. The Mail Display Start
Date will be in the format MM/DD/YYYY or leverage
the calendar widget. Entering a date in this field will




serve as the starting point for the listed email. Any
electronic email equal to or prior to that date will
display.

The default (with no entry) is the current date.

Display examples

The provider has electronic mail for the following
dates:

06/02/2015
05/21/2015
05/02/2015
04/25/2015
03/14/2015

If there is no entry in the Mail Display Start Date, then
all mail will display in descending order, as displayed
above.

If there is a date entered (i.e. 05/02/2015) then all
electronic mail prior to and including that date will
display. With the email dates above the display would
be as follows:

05/02/2015
04/25/2015
03/14/2015

This can be used to find older mail while limiting the
number of pages the user needs to scroll through.

Clicking the ‘Refresh’ button will reset the display
starting with the first date meeting the start date cri-
teria.

Mail Date PDE-1358 The date associated with the correspondence. This
is a sortable field and will change the sort order from
descending to ascending (and vice-a-versa) for all
available electronic mail.

Mail Description PDE-1359 A brief description of the correspondence.

This field is a hyperlink used to retrieve the letter. By
clicking on the hyperlink the letter will open up in
another window. After opening in another window
the user can save to their local machine or print the
document.

This is also a sortable field and will change the sort




order from descending to ascending (and vice-a-
versa) for all available electronic mail.

Screen Navigation

Button/Link Action Link

Refresh Clicking the ‘Refresh’ button willreset  |PML-S-0001
the display starting with the first date
meeting the start date criteria.

Page Navigation To navigate to additional pages, the user |PML-S-0001
can click on the desired page number or
the Next (or Previous) link

Description Hyperlink By clicking on the hyperlink the letter will |ECM — document
open up in another window. After open- |retrieval

ing in another window the user can save
to their local machine or print the
document.

Error Messages

Error Message Description Resolution

Mail Display Start Date Invalid Enter valid email display start date in the format
MM/DD/YYYY.

Screen Access

« Access Web Portal via www.virginiamedicaid.dmas.virginia.gov/wps/portal
» Select Providers link under Login and log in using valid user id
« Select the Provider Portal Secure Email on the Providers Welcome Page



Provider Mail — PAH Secured Email

Screen - PML-S-0002

General Information

Primary Account Holder roles will see the following Provider Mail - PAH Secured Email view. The
Organization Administrators (OrgAdmin) and all Authorized Staff (AuthStaff) roles will see a slightly
different view (see Provider Mail — Secured Email (PPM-S-0001).

Screen Name Provider Mail — Secured Email
Source/Originator Secured Provider Welcome Screen
Usage Inquiry

Screen Sample — PML-S-0002

Jun 25, 2015

| Home | Contact Us | Log out

icaid

q/i& nia
P

LRGN U ELOL | Payment History | EHR Incentive Program | Provider Maintenance | Provider Enrollment | RA Messages

Pre Screening ! | Provider Portal Secure Email
Provider Messages For Superlser =0

Provider Messages :
Description : Click description hyperlink to retrieve letter. Letter will open in a new window and be available for viewing, saving or printing.

Delete Checkbox : Check the box at the beginning of the mail line and click the 'Delete" button. Confirm deletion to remove letter from the mailbox. To remave all mail on the page, click the 'Delete All
bax in the column heading and click the 'Delete’ button.

Mail Display Start Date : To begin mail display as of a certain date, enter desired start date in MM/DD/YYYY format or use calendar widget and Refresh. Display will start from the first date equal to or
iolder than entered Start Date and display in descending order. If no date is entered default is current date.

Mail Display Start Date : E

Delete All Dateg Description g

2013-08-03 NON -INPATIENT PRE-AUTH NOTIFICATION BY PROVIDER

Showing 1-10f 1




Data Elements

Data Element Name [Data Element |Instructions
ID
Delete Checkbox (PAH only) In order to aid in email box clean up, the
PAH will have the capability to delete a single or page
of email.

To delete a single email — the user will need to click on
the check box preceding the email to be deleted. Click
the ‘Delete’ button to the right of the Mail Display Start
Date to remove the email.

To delete a page of email — the user can click the
‘Delete All’ check box at the top of the column. Click
the ‘Delete’ button on the right of the Mail Display
Start Date to remove all email currently displayed on
the page.

Mail Display Start PDE-1357 This is an optional field that allows the user to limit the
Date email displayed on the screen. The Mail Display Start
Date will be in the format MM/DD/YYYY or leverage
the calendar widget. Entering a date in this field will
serve as the starting point for the listed mail. Any elec;
tronic mail equal to or prior to that date will display.

The default (with no entry) is the current date.
Display examples

The provider has electronic mail for the following
dates:

06/02/2015
05/21/2015
05/02/2015
04/25/2015
03/14/2015

If there is no entry in the Mail Display Start Date, then
all mail will display in descending order, as displayed
above.

If there is a date entered (i.e. 05/02/2015) then all
electronic mail prior to and including that date will
display. With the email dates above the display would
be as follows:




05/02/2015
04/25/2015
03/14/2015

This can be used to find older email while limiting the
number of pages the user needs to scroll through.

Clicking the ‘Refresh’ button will reset the display
starting with the first date meeting the start date cri-
teria.

Mail Date PDE-1358 The date associated with the correspondence. This
is a sortable field and will change the sort order from
descending to ascending (and vice-a-versa) for all
available electronic mail.

Mail Description PDE-1359 A brief description of the correspondence.

This field is a hyperlink used to retrieve the letter. By
clicking on the hyperlink the letter will open up in
another window. After opening in another window
the user can save to their local machine or print the
document.

This is also a sortable field and will change the sort
order from descending to ascending (and vice-a-
versa) for all available electronic mail.

Screen Navigation

Button/Link Action Link

Delete Clicking the ‘Delete’ button to the right of |PML-S-0002
the Mail Display Start Date to remove the
email.

Refresh Clicking the ‘Refresh’ button willreset  |PML-S-0002

the display starting with the first date
meeting the start date criteria.

Page Navigation To navigate to additional pages, the user |PML-S-0002
can click on the desired page number or
the Next (or Previous) link

Description Hyperlink By clicking on the hyperlink the letter will |ECM — document
open up in another window. After open- |retrieval

ing in another window the user can save
to their local machine or print the
document.




Error Messages

Error Message Description Resolution

Mail Display Start Date Invalid Enter valid email display start date in the format
MM/DD/YYYY.

Screen Access

« Access Web Portal via www.virginiamedicaid.dmas.virginia.gov/wps/portal
« Select Providers link under Login and log in using valid user id
« Select the Provider Portal Secure Email on the Providers Welcome Page




Provider Mail — Superuser Access

Screen - PML-S-0003

General Information

Xerox or DMAS users that log in with the ‘superuser’ role and select the Provider Portal Secure
Email will receive this screen to enter the desired NPI.

Super users can access the Provider Portal Screen Email entry screen from the Provider welcome
page by selecting the ‘Provider Portal Screen Email’ tab.

Screen Name Provider Mail — Secured Email
Source/Originator Secured Provider Welcome Screen
Usage Inquiry

Screen Sample — PML-S-0003

CV Test Environment | Home | Contact
1A tma
Mﬂdmald

Service Authorization ¥| Payment History | EHR Incentive Program | Provider Maintenance | Provider Enrollment | RA Messages
Level of Care Review ¥ | Pre-Admission Screening ! | Provider Portal Secure Email

Provider Messages For Superlser -0

Provide the NPT and dlick on submit button

Please Enter NPI

Submit

Data Elements

Data Element Name [Data Element |Instructions
ID

Provider NPI PDE-0610 Enter the 10 digit numeric NP1 associated with the
provider who's email needs to be reviewed/accessed




Screen Navigation

Button/Link Action Link
Submit Clicking this button will retrieve the email [PML-S-0002
based on the NPI entered

Error Messages

Error Message Description Resolution

Enter valid 10 digit NPI Enter the 10 digit numeric NPI associated with
the provider who'’s email needs to be
reviewed/accessed

Screen Access

« Access Web Portal via www.virginiamedicaid.dmas.virginia.gov/wps/portal

« Select Providers link under Login and log in using valid user id

« Select the Provider Portal Secure Email on the Providers Welcome Page
Provider Mail — Superuser Access Screen displays



Tables — MMIS/DBs

N/A



Tables - Portal

* Provider Mail Table - PML-T-0001
* Provider Mail Archive Table - PML-T-0002

Table ID Table Name Description
PML-T-0001|\WP_PROV_MAIL_TB Provider Mail Table
PML-T-0002\WP_PRQOV_MAIL_ARCH_TB|Provider Mail Archive Table




Provider Mail Table (WP_PROV _

MAIL_TB) (PML-T-0001)

General Information

This table is used to store information associated with a provider’s mail.

Data Elements

Data Element Name AL Portal Data Element Description
Length
Provider’'s NPI 20 WP_NPI_ID
Mailing Date 10 WP_MAIL_DATE MM/DD/YYYY
ECM Document Type 100 WP_ECM DOC TYPE
ECM link 38 WP_ECM_LINK_TEXT
Mail Delete Indicator 1 WP_MAIL_DEL_IND Y or N (default N)
Audit User ID 30 G_AUD_USER_ID
Audit Timestamp 6 G AUD_TS
Added Audit User ID 30 G_AUD_ADD_USER_ID
Added Audit Timestamp 6 G _AUD _ADD_TS
Provider’'s Email Address 64 WP_PROV_EMAIL_ ADR_TEXT
Mail Notification Indicator 1 WP_PROV_NOTIFIED
Mail Notification Date 10 WP_PROV_NOTIFY_DATE MM/DD/YYYY




Provider Mail Archive Table (WP_
PROV_MAIL_ARCH_TB) (PML-T-

0002)

General Information

This table is used to store information associated with a provider’s archived mail.

Data Elements

Data Element Name AL Portal Data Element Description
Length
Provider’'s NPI 20 WP_NPI_ID
Mailing Date 10 WP_MAIL_DATE MM/DD/YYYY
ECM Document Type 100 WP_ECM_DOC_TYPE
ECM Link 38 WP_ECM_LINK_TEXT
Mail Delete Indicator 1 WP_MAIL_DEL_IND Y or N (default N)
Audit User ID 30 G_AUD_USER_ID
Audit Timestamp 6 G _AUD_TS
Added Audit User ID 30 G_AUD_ADD_USER_ID
Added Audit Timestamp 6 G_AUD_ADD_TS
Provider’s Email Address 64 WP_PROV_EMAIL_ADR_TEXT
Mail Notification Indicator 1 WP_PROV_NOTIFIED
Mail Notification Date 10 WP_PROV_NOTIFY_DATE MM/DD/YYYY
Archive Mail Date 10 WP_ARCH_DATE MM/DD/YYYY
Archived User ID 30 WP_ARCH_USER_ID
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